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Security Information o’

AGENCY REJUINEMENY

Tn transmitting classified material by
courier, either within CIA or outside the
Agency, mail receipts must be prepared for
naterial that is clasasified above restricted,

FORM

Present

Farm 35-16 is being used for confidential
and secret material and Form 35-1CA 1s
used for top secret material, To readily
distinguish these forms Form 35-16A is
printed on pink paper while Forn 35-16 is
printed on white paper.

Proposed
The form will be prenumbered when
printed and will be divided by perfora-
tdons into three sections. A special

series of numbers will be reserved for
top secret material only, This group
will be printed on colored paper to
distinguish it from the regular receipts.

PROCUREMENT

These forms are made up in booklet form
and are procured through the Building
Supply Office stock rooms,

Requisitions will be filled by the
Mail Control Section, which will order
and stock the forms, A control on the
nunmbers will be kept and a certain
series of numbers will be assigned eadh
office, »

PROCEDURE

.

The receint is prepared by hand in
duplicate by the office having material
to be transmitted, The original is
detached from the book and attached
with scotch tape to the envelope in
which the material is to be transmitted.
The envelope is also addressed to agree
with the receipt.

When a pick-up is made, the courier signs
both the original and the duplicate
copies and also indicates the time of

the pick-up, The carbon remaing in the
booklet which is retained by the office
of origin,

The original is detached from the enve-
lope at the time of delivery and signed
by the recipient. The courier carries
the receipt back to the Courier office
where it is filed according to the date.

' The top section of the form will have

s gummed back which can be glued to the
envelope in which the material is being
transmitted, This will serve as the
upper portion of the receipt and as the
address on the envelope.

At the time of pick-up, the couriler signs
both sections of the receipt and also
records the time of pick-up, Lower por-
tion will be detached and remain in the
office of origin.

The middle section will be signed by the
recipient at the time delivery is made,
This section is then detached and return-
ed by the courier to the Courier Office
to be filed by number,
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Gecurily Information

COMPARATIVE FEATURES

Present

1., Each office numbers its receipts as
used,

2. Receipts are filed in the Courier
Office by dates of origin,

3, Carbon paper required to make
originating office copy of receipt.,

L. Office copy of receipt stays in
book, therefore receipts must be
handwritten. ’

5, Necessary to address an envelope.,

6. Scoteh tape required in attaching
receipt to envelope which sometimes mars
or results in tearing of the receipt
when detaching it,

7. Courier now required to sign the
original copy attached to the envelope
and the duplicate copy which is re-
tained in the booklet,

g, 117 letters and figures are required
to ecomplete the receipt and address the
envelope in the sample case,

REST

Cacurily Infor

Proposed

1. Receipts will be prenumbered and
cach office assigned certain numbers.

2. Receipts will be filed by numbers
which will facilitate sorting and filimg.

3, No carbon paper required.

L. Forms may be inserted in typewriter
when large volume is used.

5, No .. addressing of envelope required.

6. Entire receipt will be attached to
the envelope by gummed back of the
address section.

7, Entire receipt attached to outside of
envelope will be readily available for
courier's signature and will reduce possi-
bility of eigning for naterial he does not
pick up.

8. In the sample case 106 letters and
figures are required to complete the
recelpt ineluding the address. On the
basis of this semple, about 10% less
writing would be required on the approxi-
mate 1300 courier receipts prepared daily.

9, Identification of material will appear
only on the portion of the receipt retained
by the origimating office.
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" FormDS-406  THIS SECTION IS TO BE FILLED IN AND
11-0-40 RETAINED BY SENDER

CLASSIFIED MATERIAL RECEIPT
ljate A. 122878 ,

Sent to
(Messenger's signature)
Identification
16—50308-2 GPO
TO:
A- 122878 |
- r
FROM:
THIS SECTION IS TO BE ADDRESSED BY
SENDER AND AFFIXED TO ENVELOPE 16—50308-2  GPO
RETURN RECEIPT TO SENDER:
TO BE FILLED IN BY SENDER. (Signature of addressec)

RECEIPT WILL BE RETURNED TO SENDER BY REGULAR MESSENGER SYSTEM 16—50S08-1  @PO

MESSENGER RECEIPT
r 1

I_ Date stamp and hour of receipt (or office _,
— symbol, date and hour of receipt)

TO BE RETURNED BY MESSENGER TO CENTRAL MESSENGER UNIT 16—B0308-2  @PO
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